May 2003

NTE DATE - 401 | [SALLEFTTO |MoH 301]| [LQA QTRS TYP[RDJ 201 | [GSAGELOC o 101 [FILLER 1
5,2 402 | |EARN 7.2 302 | |[PYR OFF LS FL | V4K 202 | |FILLER 102 2
LQAUTILITY  |RDH 403 | [FILLER 303 | [HRSLEFTTO |J4C 203 | [LOCALITY JPX 103 3
CRNCY TYPE 404 304 | Wk 204 | |PERCENT 104 4
405 | [CORRNOAC |- 305 205 105 5
P NUMBER __ |BAK 406 306 206 106 | [SSN BAA 6
PANAMA 407 307 | [ARMY USE ~ | XDL 207 | |[RTND RHK 107 7
ONLY 408 | [LQALOCATN |RDI 308 | |ONLY 208 | |LOCALITY 108 8
(AF&NV) 409 | |PALLOCATN |rDX 309 | |CIVTYPE 209 | |PERCENT 109 9
(AR&DODDS 410| [DPYLOCATN |rDO 310 | |[EMPL-ENTITL _|PEC 210 110 10
USE SPACES) 411 [PDFLOCATN [REA 311| |LQASUMREC |RDM 211 | |[LQAPUR CUR |RDF 111 11
412 | [DEP LOCATIN [RD3 312 | [ORGN'L JAR 212| |TYPORLQA |OR 112 12
FILLER 413 313 | [STRUCTURE 213 | |RENT CUR TYP |RDG 113 13
414| [FAMMEMBRS [RDL 314 214 | |WORK SCHED |JZX 114 14
415 | [PALNR FAM _|RDW 315 | [(JAR FOR NVY 215 | |PRD MO0G 115 | [NAME BBA 15
416 | |BASIC SAL M5E 316 | |JEJFOR 216 | [ARACCTG XDV 116 16
LOCALITY M5F 417 317 | |OTHER 217 | |PROC CODE 117 17
PAY 418 318 | |AGENCIES) 218 | |*ARMY ONLY* 118 18
419 319 | [EMPL- PEA 219 119 19
420 320 ENTITLE- 220 | |CPDF SSN BAG 120 20
421 321 AMT-PCT 221 121 21
STAFFING M5T 422 322 222 122 22
DIFFERENTIAL 423 323 OR 223 123 23
PAY 424| [AGENCYCD |JRB 324 224 124 24
425 325 | |DEP AMOUNT [RD4 225 125 25
426 | [FILLER 326 | [RTND PAY PLN | RGD 226 126 26
SUPERVISORY | M5N 427 327 227 127 27
DIFFERENTIAL 428 328 | [RTND GRD RGE 228 128 28
PAY 429 329 229 | |UH-FACULTY |XHK 129 29
430 330 | [RTND STP RHD 230 | |RANK -IND 130 30
431| |RESERVE CAT [s1B 331 231| |BARGAINING | JNT 131 31
RETENTION | M5Q 432 | |[LQA QTR GRP_|RDN 332 | [DT RTND RGC 232 | |UNIT STATUS 132 32
ALLOWANCE 433| [ARMY ONLY — [J0B 333 | |GRADE 233 | |(BUS) 133 33
434 |swcccp 334| |EXPIRE 234 134 34
435 335 235 | |ANNUITANT ID_| R1A 135 35
436 | [PERSONNEL |JAL 336 236 | |FLSA Jaw 136 36
FILLER) 437 |OFFICE 337 237 | |DTFEHB EFF | M2F 137 37
438 [IDENTIFIER 338 [UIC BCE 238 138 38
439 | |(POI) 339 239 139 39
440 | [PART-TIME ID_|J4D 340 [(JESFOR 240 140 40
DT EARLIEST | V4G 441| [PREMPAYID_|Jau 341 |ARMY) 241 141 41
NOA EFF 442 | [PAYTBLID JoN 342 242 142 | [DRDNACTID | J5K 42
443 343 243 | |EMPLCATCD |VZA 143| [DOB PAG 43
444 344 | [DTLAST S1F 244 | |TSP EMPL AMT |TSF 144 44
445 345 | [EQUIV 245 145 45
446 | [RTND PAY TBL | RHF 346 | [INCREASE 246 146 46
PAYROLL ORG | JAR 447 347 247 147 47
CODE  UIC 448 348 248 | |FEHB PLAN M2B 148 48
(ALTERNATE 449 349 249 149 | [CITIZENSHIP | PA3 49
UIC FOR 450 | [NSA USE ONLY 350 | [PREVIOUS - 250 | |FEHB STATUS |m2C 150 | [NAFRETIDC | RiB 50
ARMY) 451 [RTMNT M5L 351 [PAYROLL 251| |[TSPFUNDC |1sG 151 | [SMA CATEGRY[RD7 51
452 | [ANNUNITY 352 | |OFFICE ID 252 152 | [SCD-LEAVE [sic 52
LQA AMOUNT |RDE 453 | |SUM FLAG 353 | [(PREVIOUS 253 153 53
UTILITY 454 354 | [OROLD JAP 254 | |[TSPFUNDF  |TsH 154 54
455 355 | |VALUE) 255 155 55
456 356 | [PAYROLL JAP 256 156 56
457 | [LQA SHARED [RDK 357 | |OFFICE ID 257 | |TSPFUNDG  |1sJ 157 57
458 | |PERCENT 358 258 158 | [SRVC AGNCY |JPV 58
459 | [SEVERANCE | MsK 359 259 159 59
460 | [PAY SUM 360 260 | [AWD PMT FLG [HMG 160 | [FILLER 60
461 | |FLAG 361 261 | [LQAAMT RDB 161 [RETIRE CD ROA 61
462 362 | [FILLER 262 | |PURCHASE 162| [AGNCYSUB- |JRC 62
463 363 263 163 | |[ELEMENT CD 63
464 364 264 OR 164| [DTARR R2B 64
465 365 265 165 | [PERSONNEL 65
466 366 266 | |LQA AMT RENT |RDD 166 | [OFFICE 66
ARWGLDR _ [xci 467 | [SEVPAY M52 367 | [CORRECTED 267 167 67
468 | |WEEKLY AMT 368 | |SSN 268 168 68
469 | |FLAG 369 269 169 69
470 370 270 170 | [NOAC - 70
471 371 271 | |CCPOID BCB 171 71
AR WG SPV HR[xcJ 472 372 272 172 72
473 | [DT TEMP APPT | S1G 373 273 | |CURRAPPT S1Y 1 EFF DATE = 73
474 | [EXPIRES 374 274 | |AUTHCD 1 174 74
475 375 275 175 75
476 376 | [TSPVSTSCD |Tsb 276 | |CURRAPPT s1z 176 76
477 377 277 | |AUTHCD2 177 77
478 378 278 178 78
479 | [DT LIMITED STH 379 279 | |FILLER 179 | [PAYPLAN JaJ 79
480 | |APPT EXPIRES 380 280 180 80
HRS-SCH ) 481 381 281 | |CASHAWD HVI3 181 | [OCUPTNL JaP 81
-WEEK 482 382| [TSPELIGDT |TsN 282 | |AMOUNT/ 182 | [SERIES 82
WRK-HRS-WK_[4m 483 383 283 | |TIME OFF 183 83
-FRACTION 484 384 284 184 84
FILLER = 485 | [DT TEMP GAG 385 285 185| [FEHBTCTID |Mm2H 85
486 | [PROMOTION 386 286 | [LEO IND JPW 186 | [FILLER = 86
487 | [EXPIRES 387 287 | |DUTY STATUS | C5E 187 | |GRADE JAO 87
FMT CHG IND |~ 488 388 | |[TSPSTATCD |TsB 288 | |CIVILIAN 188 88
PROCESSING 489 389 | [TSPSTATDT |TsC 289 | |TSP RATE TSE 189 | [STEP MOE 89
TIME STAMP/ 490 390 290 190 90
SEQ# 491 | [DT TEMP RHX 391 291 | [AGNCY CD J6P 191 [PH/PA JaL 91
492 [POSITION 392 292 | |TRSFRD TO/FM | J6Q 192 92
493 | [CHANGE 393 293 | [FEGLI M1A 193| [DUTYSTA JPE 93
494 | |EXPIRES 394 294 194 | [GsAGEoLOC 94
495 395 | [SALARY LEFT |MoOH 295 | |DTPROB TRL |J5G 195 95
496 396 | |TO EARN 296 | |PRD ENDS 196 96
497 | [NTE DATE 397 297 197 97
498 398 298 198 98
499 399 299 199 99
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PRINTING THE PAY500

Printing the To verify if your action created a payroll transaction file for Payroll flow to DFAS, you can print the
Pay500 Pay500 report affer updating HR.

Follow these steps to print the Pay500:

Step Action

1 From the Navigation List — Click on PAY500 — <Open>. The Payroll window is displayed.
e Type the Employee’s SSN (with or without dashes) in the SSAN data field.
e Click <Find>.

fer Payroll

MOA Eff Date

1 2 3 a 5 ] 7 ;] -] o
1234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890

1

2 The Payroll window displays the Pay500 NOA's that have flowed to payroll on the requested
employee.

e Click anywhere on the line of the NOA you would like to print.
e Click <Print>.

Eff Date
15-APR-2003 15:42:45 100101000
15-APR-2003 11:17:15 100101000 Il]!]-FEB-ZI]IB
14-APR-2003 14:48:47 100101000 26-0AN-2003
10-APR-2003 18:25:53 100101000 12-JAN-2003

1 2 3 4 5 [ T ;] 2 o
1234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890
100101 000NV SWCLS+B IRMINGHAMAB-H-+H++++45030410+030 L LENV+E70030112540030217G30201++0501PA0G363305

Fo 77779N03011 2 PZACH 05000000++++C0040111

TH42FG 47615+03011 030112030504T0301 1 244+

02344200V T2 41 4H+0000

A0 376 2000000000000000: TWAZF& A04H-+++2030415154244
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The Payroll 500 character format is displayed.

@ P8 1 e R

SED

PAYROLL 500 CHARACTER FORMAT

ssaN [Tt R T P ) 5 A PR-2003 11:17:15 HOA Effective Date [IEMon T

HOA Sevicing 0ffice ID

Agency Payroll Office ID

1 2 3 4 5 6 7 8 a9 o
1234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890

+—+++100L01 000NV SWC LS+E IRMINGHAMA+EH—H++++45030410+030 L L ZNV+HE 700301 1279003020963 020 1++0501PADS 363305

1 2 3 4 5 6 7 8 a9 o
1234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890

S+1605 FO TTTTONO30LL

PEZACH- 000++++C0040111

1 2 3 4 5 6 7 8 a9 o
1234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890

TWAZF 4T7615+03011

030112030504I0301 L 24++++++

1 2 3 4 5 6 7 8 a9 o
1234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890

-0 25 442 0 O VA 241 440000

1 2 3 4 5 6 7 8 a9 o
1234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890

A0 3 76 2 0000000000000 00;

A04—4———+2030415111714

To Print using the <Print> button:

Click <Print>. Select the appropriate
printer and number of copies.

Click <OK> .

Click <OK> again in the Forms pop up
menu.

To Print using the Menu Bar:

Click File on the Menu Bar.

Click Print. Select the appropriate printer
and number of copies.

Click <OK>.
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Note: The forms will automatically print using portrait.

To print using Landscape:

e  Click <Print> or Click File on the Menu Bar then Click Print. Select the appropriate printer and
number of copies.

e Click <Properties>.

e Click on the Basics Tab — Select Landscape.

e Click <OK>.

e Click <OK>.

6 e Click <Return>.
e Click anywhere on the line of the NOA if you would like to print another; or
e Click <Exit>.

Job Aid #18-7 - Pay500-How to Print




